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This instruction implements Air Force Policy Directive (AFPD) 23-1, Material Management and 

provides guidance on the responsibilities and procedures relative to property disposal with the 

Defense Logistics Agency (DLA) Disposition Services.  This instruction is applicable to all units 

assigned or attached to Whiteman Air Force Base (AFB).  Refer recommended changes and 

questions about this publication to the Office of Primary Responsibility (OPR) using the AF 

Form 847, Recommendation for Change of Publication.  Ensure that all records created as a 

result of processes prescribed in this publication are maintained in accordance with Air Force 

Manual (AFMAN) 33-363, Management of Records, and disposed of in accordance with Air 

Force Records Information Management System (AFRIMS) Records Disposition Schedule 

(RDS) located at https://www.my.af.mil/gcss-af61a/afrims/afrims. 

SUMMARY OF CHANGES 

Changes made to paragraphs 2.1.3 and 2.1.4 

1.  Scope.  As of 14 March 2006, DLA Disposition Services transferred all its DLA Disposition 

Services storage responsibility to the Defense Reutilization and Marketing Office (DRMO) at 

Fort Riley, Kansas.  DLA Disposition Services will have a representative assigned to Whiteman 

AFB that will service Whiteman AFB and several other locations. 

2.  Purpose.  This instruction defines Whiteman AFB receipt-in-place procedures for the turn-in 

of equipment, supply account items and other surplus items to DLA Disposition Services. 

2.1.  Points of Contact (POC). 

2.1.1.  DLA Disposition Services Representative at Whiteman AFB, Bldg 127, 687-5595. 

http://www.e-publishing.af.mil/
https://www.my.af.mil/gcss-af61a/afrims/afrims
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2.1.2.  DLA Disposition Services at Fort Riley, DSN 856-0531 ext 934. 

2.1.3.  Whiteman AFB POC is 509th Logistics Readiness Squadron Customer Support 

Section, 687-1165 or 687-1290. 

2.1.4.  509th Logistics Readiness Squadron Cargo Movement Element, 687-2457 or 687-

1297. 

2.1.5.  The 509th Communications Squadron (509 CS), 687-5290, may be contacted for 

information on Automation Data Processing Equipment (ADPE) turn-in procedures. 

3.  DLA Disposition Services Representative Responsibilities. 

3.1.  Will service all Whiteman AFB customers weekly on Monday and Friday from 0700-

1330. 

3.2.  Arrange pre-inspection on-site appointments with units requesting surplus item 

disposition upon request.  This appointment will be used to make resale, disposal and scrap 

determination and to give guidance on proper shipping methods for property to be shipped to 

DLA Disposition Services. 

3.3.  Brief generating unit custodians on their responsibilities for safe and secure storage for 

items received in-place.  Inform custodians of any status change or disposition decisions on 

all items received in-place at the unit. 

3.4.  All unserviceable tires (automotive and aircraft) will be delivered to the DLA 

Disposition Services receiving area for processing and placement in the tire container 

maintained by DLA Disposition Services. 

4.  Unit Responsibilities. 

4.1.  Schedule pre-inspection appointment with DLA Disposition Services Representative for 

initial disposition determination.  Units must provide escort for DLA Disposition Services 

personnel if items to be viewed are located within a restricted area. 

4.2.  The generating unit will complete a DD Form 1348-1A, Issue Release/Receipt 

Document, to turn in surplus non-EAID property to include furniture and tires. 

4.3.  Provide safe and secure storage for items to be received and sold in-place at the unit and 

maintain oversight of DLA Disposition Services items received in-place until picked up or 

DLA Disposition Services Representative provides further disposition instructions. 

4.4.  Will ensure all specialized cleaning, draining and purging, drying and perseveration of 

items is accomplished prior to turn-in for shipment.  Items that have been drained and purged 

require an AFTO Form 20, Caution And Inspection Record, indicating the type of purging 

agent used.  All items will be placed on wooden skids, shrink wrap will be used in cases were 

banding alone does not properly secure the load.  All packing materials, banding, wooden 

skids and plastic wrap will be provided by the customer.  Assistance will be provided by 

509th Logistics Readiness Squadron Outbound Shipping Non-commissioned Officer in 

Charge (NCOIC) upon request. 

4.5.  For proper procedures for filling out the DD Form 1348-1A, use the following link 

http://www.dispositionservices.dla.mil/etid.html. 

http://www.dispositionservices.dla.mil/etid.html
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4.6.  When cargo is identified as hazardous material, a completed material safety data sheet 

must accompany the cargo.  Hazardous material will not be shipped to DLA Disposition 

Services. 

4.7.  Initiate and complete investigative/report of survey procedures for missing DLA 

Disposition Services-accountable items received in-place at the unit. 

4.8.  509 CS will manage and be responsible for all ADPE equipment that has been properly 

received and processed as excess to be turned into DLA Disposition Services. 

5.  509th Logistics Readiness Squadron Responsibilities. 

5.1.  509th Logistics Readiness Squadron Deployment and Distribution Flight (509 

LRS/LGRD). 

5.1.1.  General cargo shipments will be accepted Monday and Friday, from 1000-1400.  

Cargo movement will transport palletized cargo to the DLA Disposition Services facility 

from building 139, cargo movement warehouse.  Note:  During wing down days, 

holidays, weekends, exercises and mobility contingencies, shipments will not be accepted 

and processed by the cargo movement section until the first available duty day. 

5.1.2.  All locally prepared DD Forms 1348-1A will include a complete forwarding 

(shipped to) address:  SZ3586, DLA Disposition Services Riley, ATTN:  MEO, P.O. Box 

2490, Fort Riley, KS, 66442-2490.  All certifications for special processing must 

accompany the DD Form 1348-1A when property is shipped. 

5.1.3.  All DD Form 1149, Requisition and Invoice/Shipping Document, will be the 

automated version.  Cargo movement will not accept handwritten forms.  Cargo 

movement will assist in completion of the registration process if needed. 

5.1.4.  Due to limited warehouse space, large quantities and bulk items will be 

coordinated through the NCOIC of packing and crating (687-2456/687-1316) prior to 

processing the shipment.  In some instances, large amounts of cargo or extremely bulky 

items may have to remain in the owner/users' facility areas until proper shipment 

clearances have been made. 

5.2.  509th Logistics Readiness Squadron Materiel Management Flight (509 LRS/LGRM). 

5.2.1.  Unserviceable due-in from maintenance items will be picked up and processed by 

the   509th Logistics Readiness Squadron Flight Service Center and then processed 

through the DLA Disposition Services Representative for the document to be scanned 

prior to turning the items over to 509 LRS/LGRD. 

5.2.2.  Turn-ins of Equipment Authorized In-Use Detail (EAID) items must be processed 

through 509th Logistics Readiness Squadron Customer Support to clear equipment detail 

records then processed through 509th Logistics Readiness Squadron Central Receiving. 

5.2.3.  All standard base supply system-produced DD Forms 1348-1A will be signed for 

in Supply Asset Tracking System (SATS) by the DLA Disposition Services 

Representative. 

5.3.  509th Logistics Readiness Squadron Vehicle Management (509 LRS/LGRV). 
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5.3.1.  Vehicle turn-ins will be processed from vehicle management and analysis directly 

to the DLA Disposition Services Representative.  The vehicles will be receipted in place 

and maintained in the excess vehicles storage area. 

5.4.  509 LRS/LGRM and 509th Logistics Readiness Squadron Individual Protective 

Equipment Element (509 LRS/LGRMSP). 

5.4.1.  DLA Disposition Services will establish a receipt-in-place memorandum of 

agreement with 509th Logistics Readiness Squadron (509 LRS) for handling of chemical 

war defense equipment property (this will not include gas masks and filters). 

5.4.2.  All Chemical Warfare Defense Equipment (CWDE) property must be 

accompanied with a DD Form 1348-1A for DLA Disposition Services to receive the 

property. 

6.  Withdrawal.  All property withdrawals from DLA Disposition Services (regardless of 

condition) must be for a valid, official reason.  All requests must go through 509 LRS Customer 

Support.  If the requirement is for an emergency or Mission Capability (MICAP) requirement, 

contact 509 LRS Customer Support for assistance. 

 

                                                                        THOMAS A. BUSSIERE, Brigadier General,                                                                                                                         

                                                                        USAF Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFMAN 33-363, Management of Records, 01 March 2008 

AFPD 23-1, Material Management, 15 February 2011  

DoD Directive 5400.11, DoD Privacy Program, 1 September 2011 

Prescribed Forms 

No Forms Prescribed 

Adopted Forms 

AF Form 847, Recommendation for Change of Publication (22 September 2009) 

AFTO Form 20, Caution And Inspection Record (1 February 1968) 

DD Form 1149, Requisition and Invoice/Shipping Document (July 2006) 

DD Form 1348-1A, Issue Release/Receipt Document (Computer Generated) 

Abbreviations and Acronyms: 

509 CS—509th Communication Squadron 

509 LRS—509th Logistics Readiness Squadron 

509 LRS/LGRD—509th Logistics Readiness Squadron Deployment and Distribution Flight 

509 LRS/LGRM—509th Logistics Readiness Squadron Materiel Management Flight 

509 LRS/LGRMSP—509th Logistics Readiness Squadron Individual Protective Equipment 

Element 

509 LRS/LGRV—509th Logistics Readiness Squadron Vehicle Management 

ADPE—Automation Data Processing Equipment 

AFB—Air Force Base 

AFMAN—Air Force Manual 

AFPD—Air Force Policy Directive 

AFRIMS—Air Force Records Information Management System 

CWDE—Chemical Warfare Defense Equipment 

DEMIL—Demilitarization 

DLA—Defense Logistics Agency 

DRMO—Defense Reutilization and Marketing Office 

EAID—Equipment Authorized In-Use Detail 

MICAP—Mission Capability 
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NCOIC—Non-commissioned Officer in Charge 

OPR—Office Primary Responsibility 

POC—Point of Contact 

RDS—Records Disposition Schedule 

SATS—Supply Asset Tracking System 

Terms 

Demilitarization— The act of destroying the military offensive or defensive advantages 

inherent in certain types of equipment or material. 

Equipment Authorized In-Use Detail— Items accountable in the SBSS and maintained on 

custodian authorization/custody receipt listing. 

Non-Equipment Authorized In-Use Details— Equipment items that are not accounted for in 

the standard base supply system (SBSS), real property and other equipment management code 1 

items. 

Receipt-In-Place-DLA Disposition Services— Accepts accountability for turned in property 

while generating organizations/units retain responsibility for safe and secure storage until sold or 

disposed of by DLA Disposition Services Representative. 

Scrap-Non-DEMIL— Items determined not to have resale value.  Generating organizations will 

coordinate with the local DLA Disposition Services Representative to get guidance on 

classification of scrap. 

 


